
CStars 
Additional Training 

Searching 
Capabilities 



Searching for Purchase Requests, Solicitations, AwardsSearching for Purchase Requests, Solicitations, AwardsSearching for Purchase Requests, Solicitations, Awards   
 
Use the Procurement Search feature.  

 

Click on the  Procurement  Search Icon (sixth).  Then click on the Binoculars.  The 
search window appears.  In this window, identify the number of the document, make 
sure you put in the dashes, as appropriate. 
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Identify the type of document you are searching for and click the FIND FIRST. 
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Searching for VendorsSearching for VendorsSearching for Vendors   
 
Click on the Vendors Icon (shaking hands) 

Type in the vendor Name and click the Funnel. 
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When the Vendor Management Screen shows the Vendor, Click FILE, VIEW, 
ACITIVITY 

The Activity screen appears with all award information. 
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CUSTOMER REQUISITION SEARCHCUSTOMER REQUISITION SEARCHCUSTOMER REQUISITION SEARCH   
 
To locate a Customer Requisition, use the AdHoc Report titled “Find Customer  
Requisition” on the REPORTS, ADHOC Listing. 
 
Highlight report title, and click on the RUN REPORT button. 
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The Customer Requisition Search screen appears.  Click on Search and Find or 
Control F.  A Pop UP window appears for you to insert the Customer Requisition 
number.  (Make sure you use the dashes.)  After typing in the number, hit ENTER.  
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